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The Hogan Administration 

remains focused on growing 

the private sector, creating 

new jobs, and improving the 

statewide economy.

Maryland is OPEN for Business

$250+ million COVID Emergency Relief 
• Grants & loans
• Manufacturing programs
• Restaurant & catering relief
• Entertainment venues, lodging & accommodations relief
• Nonprofit recovery initiatives

Maryland’s economy is the 9th least hit by the pandemic 
(Source: WalletHub)



Governor’s Office of Small, Minority & Women Business Affairs

Let’s end COVID Maryland. We are in this together!

Maryland is OPEN for Business

https://govstatus.egov.com/md-coronavirus-business
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• Connect small businesses to greater economic opportunities

• Oversight, monitoring, and compliance of three 

socioeconomic procurement programs across 70 state 

agencies/departments

• Conduct statewide outreach and training programs

• Host online resources for small business growth and 

development

Governor’s Office of

Small, Minority & Women Business Affairs

https://gomdsmallbiz.maryland.gov/Pages/default.aspx



AGENDA

• Basic Expectations

• Stock Your Toolbox

• Doing Business with the State of Maryland

• State Contracting Pipeline

Governor’s Office of Small, Minority & Women Business Affairs

Know Your Customer



Poll #1



Basic Expectations

Governor’s Office of Small, Minority & Women Business Affairs

• Business Plan
• Cash Management Plan
• Marketing Plan
• Customer Engagement Plan
• Technology Plan

• Website
• Email address
• Electronic payment

methods



Know Your Company
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• Don’t try to be all things to all people
• Identify your niche
• Understand your strengths & weaknesses
• Know your competitor’s strengths & weaknesses
• Lead with expertise
• Prove it with past performance
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The value proposition 

serves as the connection 

between a company and 

its customers.

- Harvard Business School’s 

Institute for Strategy & 

Competitiveness

Know Your Value Proposition

• Needs

• Services

• Cost 



Capability Statement
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The BASICS
• Absolutely necessary
• First impressions 

matter
• Door-opener
• Electronic & paper 

formats

The DESIGN
• 1 page; front only
• Fancy graphics are 

not necessary
• Title:  “Capability 

Statement”
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Capability Statement

CONTENT
• Logo 
• Contact information
• Company data
• Core competencies
• Past Performance
• Differentiators

AUDIENCE
• Customize it!
• Make multiple versions
• Create a boilerplate
• Update core content as 

necessary



Perfect Your Pitch
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• The Elevator Pitch is alive and well

• Choose every word carefully

• Describe what you do; how do you help existing 

customers

• Communicate your value proposition and differentiators

• Engage with a question

• Practice, practice, practice

Example:

“My company develops mobile applications that businesses use to 

train their staff remotely. This means senior managers can spend time 

on other important tasks. We actually visit each customer to identify 

their specific needs, which is a unique practice in our industry. As a 

result, 95 percent of our clients are happy with the first version of their 

app. So, how does your organization handle new employee training?”



Poll #2



Doing Business with the State of 

Maryland

Governor’s Office of Small, Minority & Women Business Affairs

6 Things You Need to Know

1. “Good Standing” status is required.

2. The State of Maryland doesn’t buy anything; agencies & departments 

procure things.

3. All solicitations over $15,000 must be posted on eMaryland Marketplace 

Advantage (eMMA).

4. Virtually all contracts are evaluated for small, minority, women and 

veteran-owned business inclusion.

5. Certification in a socioeconomic programs is an added value

6. State procurement is open and transparent.



Know Your Customer

Your business must be in Good Standing with the Maryland 
Department of Assessments and Taxation.

https://dat.maryland.gov/Pages/default.aspx

Governor’s Office of Small, Minority & Women Business Affairs
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Know Your Customer

All solicitations over $15,000 must be publically posted 

(advertised) on eMaryland Marketplace Advantage (eMMA).

https://emma.maryland.gov/



Know Your Customer
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• Learn how to navigate this system

• Maintain your profile

• Assign roles

• Update your profile as needed

• Use the FAQs, QRGs and Vendor Training

Videos

• When you need help, ask

• Contact the eMMA Help Desk



Know Your Customer
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Certification in a socioeconomic program is not a requirement 
for doing business with the State of Maryland.

Why Certify? - Nearly every contract with state funding is 
reviewed for small business designation and/or minority, 
women, and veteran inclusion.
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Small Business

Reserve (SBR)

Program

 Prime contracting 

program

 15% set-aside

 Race and gender 

neutral

 State-defined small 

business eligibility 

standards apply

 Online certification 

process (eMMA)

 Annual renewal

State Procurement Programs 

Veteran-Owned Small 

Business Enterprise 

(VSBE) Program 

 Subcontracting 

program

 1% aspirational

goal 

 3-Step certification 

process includes 

verification of 

veteran status

 Annual renewal

Minority Business 

Enterprise (MBE) 

Program

 Subcontracting 

program

 29% aspirational 

goal

 Race and gender 

specific

 Application-based 

certification process

 Annual renewal

MBEs and VSBEs are encouraged to
perform as a prime contractor.
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What is Procurement?

The act of obtaining or 

buying goods and 

services through a 

process that includes 

preparation, processing, 

selection, compliance, 

and approval of 

payments.

COMAR Title 21,
Section 21.01.01.03   
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Competition is Key

• Competition is an 

integral part of 

procurement

• Socioeconomic 

programs DO NOT 

eliminate competition



Basic Procurement Terminology

• COMAR

• IFB

• Bidder

• NTP

• IDIQ 

• Payment Report

Governor’s Office of Small, Minority & Women Business Affairs

• SF&P

• RFP

• Offeror

• Master Contract

• Statewide Contract

• Task Order



Typical Solicitation Process

1. Planning
• Cost estimate, budget approval, timeline, key personnel

2.   Document Preparation
• Technical, administrative, and contractual requirements 

finalized

3.   Publication
• eMaryland Marketplace Advantage (eMMA)
• Over $15,000

4.   Pre-Bid/Proposal Conference
• Buyers explain scope of work & answer questions
• Identify potential bidders/offerors

5.   Receive Bids/Proposals
• Public bid opening

Governor’s Office of Small, Minority & Women Business Affairs



Typical Solicitation Process

6.   Evaluate Responses
• Lowest responsive & responsible bid
• Most advantageous responsive” & responsible offer

7. Notify Vendors
• Provide debriefings for unsuccessful offerors

8. Recommend Award
• Obtain signed contract and forms from winning 

vendor
• Receive internal approvals

9.   Receive Final Award Approval
• BPW

10. Issue NTP
• Notice to Proceed!

Governor’s Office of Small, Minority & Women Business Affairs



Invitation for Bid (IFB)

• Seeking a price 

• The solicitation is typically a 
straight-forward and
well- defined

• Commonly used to 
purchase supplies, 
commodities, or
equipment

• Typically not used for 
complex purchases 

Governor’s Office of Small, Minority & Women Business Affairs

Procurement Methods

Request for Proposal (RFP) 

• Seeking a solution

• Designed to help the 
contracting officer understand 
the various proposed 
methods and approaches 
that can be used to meet the 
requirements outlined in the 
solicitation

• Multi-step process, 
commonly used for 
complex purchases

Late submissions are NEVER, EVER accepted. 

The award is made to the responsive 

and responsible bidder who submits

the lowest price.

The award is made to the responsive 

and responsible offeror whose 

proposal is most advantageous.



Responsive and Responsible

“Responsive” relates 

to the tangible 

documents submitted

to the State by the 

designated date.

Applies to both
bids and proposals

Governor’s Office of Small, Minority & Women Business Affairs

“Responsible” relates 

to the bidder’s technical 

capability to deliver the 

product/service as 

required; reliability and 

integrity are also factors.

Applies to both

bids and proposals 

Late submissions are NEVER, EVER accepted. 



Purchasing Categories

Small Procurement –
Category I:

• $5,000 or less

• Can use oral, written, or 
published solicitation to 
obtain quotes

• Encouraged to solicit 
quotes from small & 
minority businesses

• Award is based on the 
procurement officer’s
judgement

Governor’s Office of Small, Minority & Women Business Affairs

Direct Solicitation

Small Procurement –
Category II

• $5,001 -$15,000

• Can use oral, written, or 
published solicitation to 
obtain quotes

• Encouraged to solicit 
quotes from small & 
minority businesses

• Award is based on the 
procurement officer’s
judgement



Formal Procurement:

• $50,000+

• Written solicitation required

• Must be published on
eMMA

• Must try to get a least 2 
valid quotes

• Awarded to the lowest/best 
responsive & responsible 
bidder/offeror 
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Small Procurement –
Category III:

• $15,001 - $50,000

• Written solicitation required

• Must be published on 
eMMA

• Must try to get a least 2 
valid quotes

• Awarded to the lowest/best 
responsive & responsible 
bidder/offeror 

Purchasing Categories

Open Competition



Poll #3



Prime Contractor
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CUSTOMER = STATE 
AGENCY/DEPARTMENT

• Read thoroughly and follow 
instructions to the letter

• Attend the pre-bid meeting

• Don’t guess or assume 
anything; ask questions until 
you are sure

• There is no penalty for asking 
questions

• Conduct your MBE outreach 
efforts early; cast a broad net

• Keep records of all outreach 
activity

• Complete the required MBE 
or VSBE paperwork correctly; 
failure to do so could 
eliminate you from 
consideration 

• MBEs performing as a prime 
contractor may fulfill a 
maximum of 50% of a stated 
contract goal

• Request a debrief if you are 
not the apparent awardee

Late submissions are NEVER, EVER accepted. 



Subcontractor

• Try to respond to all requests 
for quotes from prime 
contractors

• Document all correspondence

• Don’t submit quotes in a 
vacuum - know overall project 
& know your scope of work

• Follow up on all quotes

• Never sign any blank forms 
and keep copies of everything 
you sign

• Introduce yourself to the MBE 
Liaison at the State agency

• Identify your primary point-of-
contact with the prime contractor

• Submit monthly payment forms 
throughout the life of the contract

• Do what you say you are going 
to do

Governor’s Office of Small, Minority & Women Business Affairs

CUSTOMER = PRIME 
CONTRACTOR



State Contracting Pipeline

eMaryland Marketplace Advantage 
(eMMA)

Procurement Forecast

Board of Public Works

Governor’s Office of Small, Minority & Women Business Affairs



eMMA Vendor Registration

https://emma.maryland.gov/

Governor’s Office of Small, Minority & Women Business Affairs



Quick Reference 

Guides (QRGs)
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eMMA Vendor Registration

https://emma.maryland.gov/
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eMMA Search – Public Solicitations

Keyword: Water



Governor’s Office of Small, Minority & Women Business Affairs



Governor’s Office of Small, Minority & Women Business Affairs



Governor’s Office of Small, Minority & Women Business Affairs

eMMA Search – Public Solicitations

Advanced Search

x
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https://emma.maryland.gov/
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Keyword: Window
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Procurement Forecast
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Procurement Forecast



Example #1 Search
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Example #1 Results
Partial View
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Example #2 Search
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Example #2 Results

Partial View

Procurement Category Procurement Method Description Location/Delivery of Services/ProductsPO Name PO Phone PO Email

Supplies and Equipment Competitive Sealed Bid

STATEWIDE CONTRACT FOR CARROLL COUNTY TRASH 

REMOVAL. STATEWIDE Calvin Gladden 410 767-4281 calvin.gladden@maryland.gov

Maintenance Other

DGS (IHC) - JANITORIAL SERVICES AT SARATOGA STATE 

CENTER (310 & 311 W SAR CENTRAL MARYLAND Calvin Gladden 410 767-4281 calvin.gladden@maryland.gov

Maintenance Competitive Sealed Bid

DGS- UNARMED UNIFORMED GUARD AT HYATTSVILLE 

DC/MSC SOUTHERN MARYLAND Calvin Gladden 410 767-4281 calvin.gladden@maryland.gov

Maintenance Competitive Sealed Bid

ELEVATOR MAINTENANCE AND REPAIR @ 6 ST. PAUL 

STREET CENTRAL MARYLAND Calvin Gladden 410 767-4281 calvin.gladden@maryland.gov

Supplies and Equipment Competitive Sealed Bid STATEWIDE POLICE VEHICLES TYPE 3 STATEWIDE Allegra Daye 410 767-4032 allegra.daye1@maryland.gov

Supplies and Equipment Competitive Sealed Bid STATEWIDE 2021 VANS & SUV'S STATEWIDE Allegra Daye 410 767-4032 allegra.daye1@maryland.gov

Supplies and Equipment Competitive Sealed Bid STATEWIDE 2021 LIGHT DUTY TRUCKS STATEWIDE Allegra Daye 410 767-4032 allegra.daye1@maryland.gov

Architectural Services Architectural/Engineering IQC - PROFESSIONAL SERVICES AGREEMENT STATEWIDE Trudy Liller 410-767-4296 trudy.liller@maryland.gov

Maintenance To Be Determined

Kenneth Weaver Building - Repave Parking Lot and Replace 

Lighting CENTRAL MARYLAND Courtney League 410767-5516 courtney.league@maryland.gov

Maintenance To Be Determined Hillsboro Natural Resource Police - Building Security EASTERN SHORE Courtney League 410767-5516 courtney.league@maryland.gov

Maintenance To Be Determined

Mount Nebo Wildlife Management Area - Interior Renovations and 

MOSH Lighting Compliance WESTERN MARYLAND Colleen Haynes 410767-4995 colleen.haynes@maryland.gov

Maintenance To Be Determined

Bear Creek Hatchery - Renovate Office Shop building HVAC, 

Insulation, Doors WESTERN MARYLAND Courtney League 410767-5516 courtney.league@maryland.gov

Maintenance To Be Determined Albert Powell Fish Hatchery - Dock and Railing Replacement WESTERN MARYLAND Courtney League 410767-5516 courtney.league@maryland.gov

Construction Competitive Sealed Bid INSTALL NEW FIRE PANEL CENTRAL MARYLAND Colleen Haynes 410767-4995 colleen.haynes@maryland.gov

Construction Competitive Sealed Bid

REPL RUBBER MEMBRANE/STONE ROOF TO TPO W/OUT 

ROCK. SOUTHERN MARYLAND Colleen Haynes 410767-4995 colleen.haynes@maryland.gov

Construction Competitive Sealed Bid REPL ROOF & STONE W/TPO MEMBRANE W/OUT STONE. EASTERN SHORE Colleen Haynes 410767-4995 colleen.haynes@maryland.gov

Construction Competitive Sealed Bid REMOVE ELEVATOR CARS, CONTROLS & REPL WITH NEW. EASTERN SHORE Colleen Haynes 410767-4995 colleen.haynes@maryland.gov
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Board of Public Works
https://bpw.maryland.gov/Pages/default.aspx



(1) Select from 

the meeting 

dates provided

(2) Select 

“Agenda”
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Put it all Together
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Compete with Confidence

- Alison Tavik

“If you want to compete with confidence in 

the state contracting arena, you have to 

understand how your customers buy 

things.”



“Know Your Customer” is part of our 

TECHNICAL TRANINING CLASSROOM

series.

Alison Tavik

Director, Communication & Outreach

alison.tavik@Maryland.gov

mailto:Alison.Tavik@Maryland.gov

